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Training leader’s name:      

Meeting:      

Training leader’s responsibilities 
•
Attend the district train the trainer session, if offered.

•
Read and understand all materials you receive.

•
Prepare thoroughly for all discussion groups. 

•
Serve as a training leader at your assigned training meeting.

•
Attend all plenary sessions and other activities.

•
Advise and support participants and other training leaders.

•
Serve as a Rotary information resource to club and district leaders.
Participants:      

Key meeting contacts: 

     
  
     


Overall training goal:
     


     


Training leader session assignments (session, time, location):

     


     


Instructional resources provided to help prepare for and facilitate session(s):

     


     


Materials participants will receive to reinforce training:

     


     


Other instructional resources needed (contact the district trainer for availability):

     


     



If applicable, name of co-training leader (session, name, title):

     


     


Training Room Checklist 
Use this checklist on the day of the training to help ensure that rooms are properly arranged and all equipment is functioning. 

Final walk-through before the meeting

Room name and location:      
General setup:

 FORMCHECKBOX 
 
Is the room setup correct?

 FORMCHECKBOX 

Are there enough chairs for participants?
 FORMCHECKBOX 

Is there enough lighting for participants?
 FORMCHECKBOX 

Has the agenda been placed on the wall?

 FORMCHECKBOX 

Is the meeting or session title placed in a prominent position?

 FORMCHECKBOX 

Is water available for participants and the training leader?

 FORMCHECKBOX 

Are electrical cords out of the way or taped to avoid accidents?

Check training materials:

 FORMCHECKBOX 
 
Are flip charts on easels?

 FORMCHECKBOX 

Are flip charts visible to all participants (letters/figures at least 2 inches/ 5 centimeters tall)?

 FORMCHECKBOX 

Are markers available for flip charts?

 FORMCHECKBOX 

Are sight lines unobstructed for flip charts and screens?

 FORMCHECKBOX 

Are handouts ready?

 FORMCHECKBOX 

Are tent cards placed?

 FORMCHECKBOX 

Is a clock/watch available?

Check A/V
 FORMCHECKBOX 

Is the projector focused? 

 FORMCHECKBOX 

Is the computer working?

 FORMCHECKBOX 

Is the presentation/slide file cued?
 FORMCHECKBOX 

Is a remote to forward slides available?
 FORMCHECKBOX 

Is the microphone on and at the appropriate volume?
After the meeting

 FORMCHECKBOX 

Have all evaluation forms been submitted?

 FORMCHECKBOX 

Have extra materials been returned?

For any problems, contact      
training leader preparation 


WOrksheet





ENGLISH (EN)
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